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GEORGIA DEPARTMENT OF HUMAN RESOURCES 
OFFICE OF ADMINISTRATIVE SERVICES 

RECORDS MANAGEMENT UNIT 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

For instructions on completing th is  form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 656-4976 GIST: 2214983 

I I  A 

ARCHIVES AND H ~ ~ ~ o R Y  
~ ______ 1. Oepanment Address Y-~L& I b S C A U & S  

Division of Administration 
Office of Administrative 
Contracts Management Office 
Room 618-H 

Date Completed 

fJCT 1 0 1978 

~ c t .  3, 1978 
ipplication Number 

I . A ~ ~ ~ ! ~ . S ~ ~ ~ - ~ 3 ~ ~ ~  . .- . Person to Contan Working Title Telephone Number 

6 5 6-57 39 - Phyllis Lee Administrative Aide 
. Action Requested 

a. 0 Establish Retention Schedule; record will continua to accumulete. to change cut off period 
b. 0 Dispoce of prerent occurnubtion; M further accumuletion anticipated. to fiscal year (from calendar 
C. 81Amnd Application No. 75-267 CheckOm: Chanpe: Supercede; 0 Void year) 
~- I _- - I . Dnes of Series 1 6. Records Series Title (followed by title uwd in off&; if different) 

Contract Activities Report Files I rrliest men 
I 

. Division &d Chi, Function What is tha function of tha Division n d  the Offica in which th is  record series is created? 

--__ I . Records Series Description This file conmini the following documents (indude form numbers m d  titles, if my) :  Attach sampler of the file. 

Documona relating to: 

Included em: 

File is arranged: 

I. Monthly Referenfs Rate How often are records referred to which are: 

One to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

I 
twenty-five months and older - 7  

I. Annual Rate of Accumulation or Records 

Letmr-sizsdrewsrs __ : Lognl-size drawers -- : Shelves -- ; Other I.Wecifv) - 
Form 4998 (7-781 (Over) 



I .. - 
h . 

________~__~_I - _I- .___ 
a. la this the official mpy of the N&S? 

-. ~ __.ls__~ 
If not. where la It7 - -  

acurity handling? If yea, kite law OT regulation. 

I I 

I 
I 

I c. la t h i a  a vital ncord? 
d. Doer t h i a  Miea haw hinoricul or low term nsearch -he? 

- 
a. When worm documents in the file mke it necemry to keep the ent ln l ik  for a long priod, could thew docwnentr 

f. la.* Information mnteined in this aeries ewr published? If yea, atmch cepy. 

0. la the information conteined in th is  mier ewr walyzed nd lo r  recorded in I wmmarized report? 
Ifwv,ntach copy. 

h. la thm a duplication of t h i a  rriea in your offlca, or in nother off ica or agency7 
If yea, where? 

1. kthla r r b a  loranujorportion of it) regullyly microfilmed? 
i. Dow tho n w r d  N L r  mutt in 1 computer printout? 

b. rheduled aparately? 

- I__s ~ ~ * *  

- 

__l_l_____ 

~-~~ 
1. Retention Requiremento The following raquirer tho seriea to be kapt: 

I. SwclLmW wars. 
b. Statute of limitation years. 
c Faderalkw - years. 

d. Audit period years. 
e. Administreti* need years. 
f. Faderel retention Instrwtiona years. 

Attach mpy or axcsrpt of h o r  meulatio~. Explain administrative n d .  

2. Approbed D@oaltlon Inatructiona Thic agency nmmmendr thet the file ariea be cut off at t h e  end of m h :  

OCstendar Year; B~irai Year; O m e r  then, 

81 Hold in the current tilac UM 
0 Transfer m locsl holding a m ;  hold -- yearla); then 
a Tnncfer m Stab Records Center; hold 4 warla); than 
a W r o v  
0 TmAr  to Stata Archibear for permanent Mention. 
0 other lswcify) 

monthla) - wadi); then 

These infuumiona 8wlv to .I\ prior md future aecumubtionr of the ariea .  
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PAGE 

E S T A B L I S H  DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U F U L A T I O ! ~ ;  
RECORD W I L L  C O N T I N U E  TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T F 3 .  

8 .  Ear l ies t  & Latest  9 .  Exact Ser ies  T i t l e  

-1 1973 - Present I Can.tMct Activit ies Report F i les  

What is the  function of the  o f f i ce  i n  which t h i s  record ser ies  is  created? 1 0 .  

The Divisim of Administration is responsible for providing adnk i s t r a t ive  support t o  the 
Departrrrent. 
general support services; data processing and n-anagewnt information systems; patient accounts 
services; Bnd personnel services. 

This includes general accounting services; budget developrent and management: 

-I_ 

following documents (include form numbers and t i t l e s ,  i f  any, 
and f i l e  arrangement). 

Documnts relating t o  the procurement of services by C O ~ I ~ X B C ~ ~ I I ~  various parties t o  perform 
specific operatima1 functions for DHR Divisicm Services. 

Included but not limited to  are the contract for services, costs and reccmnended services 
t o  be performed, requi-nts for  opzration, m t h l y  contnact ac t iv i ty  report and similar 
and related docm%ts. . 

Fi les  are arranged by WR division, thereunder alphabetically by name of contracting agency. I 
I "  ' . 

. .  I . ! - J . -  

7 



I 13. Is t h i s  t he  Record Copy of t h e  se r i e s?  [XI t 1 

1 4 .  Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? [XI  1 

15. Is the  information contained i n  t h i s  series ever summarized o r  published? [XI [ I 
16. Does the  s e r i e s  contain c l a s s i f i e d  information*requiring secur i ty  handling? [ . I  [XI 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? .[XI [ 3 

18. Could the function be performed i f  the  f i l e s  were l o s t  o r  destroyed? [XI  [ 1 

Copies of contracts are in applicable Divisim Director's office 

Attach copy of summary o r  publication. Mcmthly swmmry report. - 

,. . _  
~ 

Con-tract expimtian - - 

19. Is t h e  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? [ 1 [XI 

20. Does the record s e r i e s  provide data as input t o  an EDP f i l e ?  [ 1 [ X I  

21. Does the  record s e r i e s  contain documentation produced as EDP pr in tout?  [ 1 [XI 

22. Has the  Federal Government issued ins t ruc t ions  governing t h e  r e t e n t i o n / d i s p -  [x] [ 1 . . .  s i t i o n  of these f i l e s ?  
federal funds are involved. 

Record copy m y  be reviewed fo r  audit  purposes when 

23. Wil l - there  be a need f o r  these records 10, 1 5  years from now? I f  yes ,  what? 

7 
- . t  

1 'I P I  - ---- __- 

1 24. REQUIREMENTS. The following requires the f i l e s  t o  be k e p t  6 y e a r s :  

a. ]STATE b. [ASTATWE OF c.  []AUDIT d.  []FEDERAL e .  HADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECTSION VALUE 

( C i t e  L a ,  S t a t u t e ,  or other  reason for  the  rL t t , ) i t i m  requirement! 
Georgia Statute 3-705 (4361) Simple mtracts i n  writing 

A l l  act:& UDWI ~romissory notes. b i l l s  of exchan~, or other s h l e  mntnacts in w r i t i n g  - - 
i x  veil k ~ e ~ t h ~ ~ ~ k ~ ~ ~ & e  &d pay able. I NDATIONS. ?'his aPencv recommends tha t  the  f i l e  s e r i e s  be cut off  a t  the end ~~ ~~~ ~~~ ~~ 

of each -mCALENDAR YEAR -[IFIS& YEAR -[]OTHER ,then : 

[ 4 Hold i n  the  current f i l e s  area ' 'month(s)/ 2 y e a r ( s ) :  
[ 4.Transfe.r to [XI  ,State  Records Center 1 ,  [ 1 Local Holding Area; hold 

[ 1 Transfer t o  S ta t e  Archives  for^ permanent re tent ion.  
[ ] Destroy immediately aft-er cut-off. 

4 . year (s ) :  
- .F . , :  ... - . .  1 XI 'Destroy. , .  

- . c ,: - - 
~ ,. , r , .~~ 

~ .- ,. . ~~ 

, .  [ Other: (Spec i fy ) .  , .  .~:  . . . .~ 

Copy) - Cut-off f i l e  a t  the "end of the calendar year, hold G o  
%: -_ye.ar$ :in'ctiT&t €a& area; ~thefi tmmsfer ta'state '. 

.. - .. ~ ~ . ,  . . :  j :: - . = Records Center for  4 years;.--aer-dest_roy. I c- ~I~ ~ ' 

DHR Division Coordinators - Not included f k i s  -sT':heduGet. (Will be 
scheduled Separtely.) 

( Ind ica te  briefly r a t i a a Z e  f o r  recornendattons above/or wr i t e  addi t i a a l  remarks) : 


